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Delegate country 

Present 

Not present 

5 

Australla 

1 


0 

Brazil 

1 


7 

Canada 

1 


8 

Chlna 


1 

9 

Cyprus 

1 


10 

Greece 

1 


11 

India 

1 

1 

12 

Ireland 

1 


13 

New Zealand 

1 


14 

Pakistan 

1 


15 

South Africa 

1 


16 

Turkey 


1 

17 

UK 

1 


18 

USA 




19 

Totils 

12 




?0 




CjLluû^ • 
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EXCEL 2010 


L $0^öjAuu ^j I cj jjIi dj OOUnt ^jjjöJ 45L) 01 0 jjjujJ iJJLl I S ® 

. Formula bar 

lllU -I’ 


File 

Home 

Insert 

Page Layout Formulas 

Data 

Review 

View 



2 

ê 

Tt ê t 

û 

i 

1 

4 

Insert 

AutoSum Recently Financial Logical Text Date & 

Lookup & 

Math 

More 

Name 

Function 


Used ,r 

^ ^ ,r Time ,r 

Function Library 

Reference r 

&Trig » 

Functions r 

Manager 


C19 

£ 

=COUNT(C5:C18) 


A 

B 

t c J 


D 

1 


Delegates attending the meeting 


Delegate country 

Present 

Not present 

Australia 

1 


Brazil 

i 



4J dJ dSgLuoSljgLa (^JjLJöJ djdj 


=COUNT(C5:C18) 


di Cjlu JJjj ûjUj jJ Jj ^jjjjj (jbdS^Sjjöjlj 4S dJb (jLuJJ 4jUU» Jdj tiûjUj duJdJ ijiuSuU ^J-aljjJj Jj JjxuSjJ^ j»Jj * 

.05:018121^018^05 

♦öjûjö J b JjjJb djbjjJ j 4SjJjj-uS jJujJJ Del ^jjJS 4 j ^jU CuudJ j 45 j 019 c£4jU» jJ jjLdS Jj£ jjS^jjJj^ j4^4j t^jjjjj 
(JLujlj D1 9 c5iûL>* 4J dSiljbtj J j j jj^jxLj jjLjIj dS JjxCujjJLj jjLudS j J j i^Jjba j OjjjljjJJ dJLjjSxG jLî JJb 4 j * 

.l£öJLi 


COUNTA /-jxuSuA^ 


.AjAA jLlS j jJjlj LjIj (jjj J\j4j aS o4jLjL> j4j ^jjjLaj jj Ujj JjLS4j * 

. GomntA jj d j j5j l^aSjjU j a5j jIujjjJ dijjjjj * 


w * ► m Sum Average Max Min Count 

Counta < 

)ountbbnk If Ö 

Ready i 




.(X) ^jjlj J (1 ) JjLaj 4J (jjjj jJ a£ jjjjjjjJ LjI J dijJxLa^S * 
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EXCEL 2010 


1S1 d *> - - |t 


File 


Home 


Insert 


Page Layout Formulas Data 


Review View 


fx igiggÊiii ê 

Insert AutoSum Recently Financial Logical Text Date & Lookup & Math More Nai 

Function ^ Used ,r » » » Time ,r Reference ,r &Trig ,r Functions ,r Man 


Function Library 


C19 - Ji 


1 

A B 

c r - 



2 

3 

4 

5 

6 

7 

8 

9 

10 
11 
12 

13 

14 

15 

16 

17 

18 

19 

20 


Delegates attending the meeting 


Delegate country 

Present 

Australia 

X 

Brazil 

1 

Canada 

1 

China 


Cyprus 

X 

Greece 

i 

India 

i 

Ireland 

X 

New Zealand 

1 

Pakistan 

1 

South Africa 

X 

Turkey 


UK 

1 

USA 

1 

Number of delegates attending: 



COUntA ^4 j ûjUj 4] 4 j (^jjjj jUaS^SjjJjUj CujjljjöA 4jU1>» j4j 1$j4j OOUnt ( a yuuSj4£ • 

.CjjjUjjöJ û!uj4j JIj4j 1$j4j IjIj 4jjj ûjUJ 4S Cujjl4jöJ 

. aSLi C 1 9 j<Lu«U dLdS • 

j Function Library ^jjjS More Functions ^^slu J ‘Af iS • 

.( Formulas 


J]l iA *> - P* • |t 


I File 

Home 

Insert 

Page Layout Formulas 

Data 

Review 

View 

fx 


Ê 

0 0 Ê 0 

0 

i 

m 

Insert 

Function 

AutoSum Recently Financial Logical Text Date & 
^ Used r ^ Time r 

Lookup & 
Reference ' r 

Math 
&Trig • 

More 

Functions ,r 


Function Library 


.4Sj CountA j4_u/4j >_ LlIS ^lîAj j ^sij 3t3.tistic3.l j4xu4j ^uis jjajjjjj jjjj ajojl .j • 
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EXCEL 2010 


|2I A *> - |T 






Functions - Microsoft Excel 

Home Insert 

Page Layout 

| Formulas | 

Data 

Review 

View 



fi 


6 fl 0 6 Û 


Insert 

Function 


AutoSum Recently Financial Logical Text Date & Lookup & Math 
▼ Used^ ' r ,F -■ Time ,r Reference ' r &Trig ' r 

Function Library 


More Name 
Functions " Manager 




Define Name ' r +J»Trace 

fp Use m Formula ■ ^+Trace 

§£? Create from Selection ^ Rem< 



C19 

£ 


j$i Engineering ► 


A 

B 

L 

Çube 

► 

1 


jîo înformation ► 

2 

Delegates attending the meeting 

^ Çompatibility ► 

3 




4 


Delegate country 

Present 


5 


Australia 

X 


6 


Brazil 

1 


7 


Canada 

1 


8 


China 



9 


Cyprus 

X 


10 


Greece 

1 


11 


India 

1 


12 


Ireland 

X 


13 


New Zealand 

1 


14 


Pakistan 

1 


15 


South Africa 

X 


16 


Turkey 



17 


UK 

1 




1 IC A 

1 



AVEDEV 

AVERAGE 

AVERAGEA 

AVERAGEIF 

AVERAGEIFS 

BETA.DIST 

BETA.INV 

BINOM.DIST 

BINOM.INV 

CHISQ.DIST 

CHISQ.DIST.RT 

CHISQ.INV 

CHISQ.INV.RT 

CHISQ.TEST 

CONFIDENCE.NORM 

CONRDENCE.T 

CORREL 

COUNT 


COUNTA 


fx Insert Function.. 


.öjbj dj didj ciböj jUuju Function ArQumonts ^^jajij *uaj • 


Function Arguments 


1 V i«£3al 

COUMTA 

Valuel 

3E3E M) = -t 1;1 > 


Value2 

§D = number 

= 2 


Counts the number of cells in a range that are not empty. 



Valuel: value l f value2 f . . . are 1 to 255 arguments representing the values and cells 
you want to count. Values can be any type of information. 

Formula result = 2 

Heb on this function 

OK 

Cancel 


.djLj b^SiUjj didj 4Sb ojbj C5:C1 8 ^lîaj jj jjaj^ jj ^uujSIj aSaluS^j ^^jajij jj£ jaSaj 


-rr I ' 'n t>3ö 1 r- r I r V 
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EXCEL 2010 


0(tJ Inifa 


fi z 


COUNTA - » ✓ H -<OUN1a<< r . a*| 


A 

• 

c 

1 

Delegttes attendlng the meeting 


4 

Delegite country 

Present 

s 

Australi* 

X 


Brazll 

1 

7 

Canada 

1 

B 

Chlna 



Cyprus 

X 

10 


1 

u 

India 

1 

u 

Ireland 

X 

u 

New Zealand 

1 

14 

Paklstan 

1 

U 

South Afrlca 

X 

16 

Turfcey 


17 

UK 

1 

IV 

USA 

1 

19 

Number of delegates attending. 

«COUNTA(C5:C18) 


ê 








ffi iHl9 


.c 4 jû3 Function Arguments 


Function Arguments 
COUNTA 




Valuel C5:C18 

m 

Value2 



m = rx";l;l;0;V;l;l;V;l;l;V;0;l;l> 


S1 - numbe 


= 12 


Counts the number of cells in a range that are not empty. 


Valuel: valuel,value2, . . . are 1 to 255 arguments representing the values and cells 
you want to count. Values can be any type of infbrmation. 


Formula result = 12 

Helo on this function 


OK 


Cancel 


. 4-4 Aj J 45Lj OK > Mj 15 
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A 

B 

C 


1 

2 

3 

4 

5 

6 

7 

8 

9 

10 
11 
12 

13 

14 

15 

16 

17 

18 

19 

20 


Dellegates attendîngthe meeting 


Delegate country 

Present 

Australia 

X 

Brazil 

1 

Canada 

i 

China 


Cyprus 

X 

Greece 

1 

India 

1 

Ireland 

X 

New Zealand 

1 

Pakistan 

1 

South Afrtca 

X 

Turkey 


UK 

1 

USA 

1 

Number of delegates attending: 

12 


i£b $ La 4J 4 j! JLjlj JjLj djLaj (JUSaSjjûjU öjjJjLaj c54jUL>. jjj» 4A dSgUuaSUd^ ^juLJdJ Uîûj 

t5jUj c54jUL>- 


COUNTBLANK 


.(j.JU4j a£ c5AjUL> jAj ^JJjLaj JJ jjjjjlSiLi • 

.countblank ^jj t5ju j asu jUj uijlljlu) • 


21 



!<◄►►! Sum Average Max Min Count Counta 

Countblank 

If <3 

Ready | 




.aSLi C 1 9 tSaJli. jAmjA) ILilS. • 

<u Function Library ^ssj^ ^ More Functions j^ JJs • 

.( Formulas 


l!l A 


Insert 


Data 



\ File 

Home 

Page Layout Formulas 

Review 

View 


fx 

Y 

ê 

i ii @ 6 

û 

i 

f 


Insert 

AutoSum Recently Financial Logical Text Date & 

Lookup & 

Math 

More 


Function 


Used ^ 

,r ^ ,r Time r 

Reference ,r 

&Trig ” 

Functions ' r 

M 


Function Library 


ujjjLSAJ jj Lçiuj 
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EXCEL 2010 


GOUNTBLANK jAmaj >_ LlLS ^lîAj $ 4Sj oi 3 ,tisticsi jAjma . j >_ LlLS jj^jjjjj j.jj j o^llojljJ jjj ® 


.^jjLJJ jS gLuoSLj J6\_3 JJ D^Djl jjjLujl J.5 1 j j.SujJ JjJJkJ ^JJ 


id-)’ i- 






Functions - Microsoft Exc 

Home Insert 

Page Layout 

| Formulas 

Data 

Review 

View 



/r 


(Ö 6 Ê 6 Û 0 10 


Insert AutoSum Recently Financial Logical Text Date & Lookup & Math 

Function ,r Used ,r ^ Time’ r Reference r &Trig 

Function Library 


C19 


Delegates attending the meeting 


More Name 
Functions ,r Manager 

Ştatistical ► 

f$i Engineering ► 

Çube ► 

j"0 Information ► 

ik Çompatibility ► 


Define Name ' r f^Ti 

fp Use in Formula ^+Ti 

® Create from Selection R 


4 


Delegate country 

Present 



5 


Australia 

1 



6 


Brazil 

1 



7 


Canada 

1 



8 


China 




9 


Cyprus 

1 



10 


Greece 

1 



11 


India 

1 



12 


Ireland 

1 



13 


New Zealand 

1 



14 


Pakistan 

1 



15 


South Africa 

1 



16 


Turkey 




17 


UK 

1 



18 


USA 

1 



19 


Number of delegates absent 





AVERAGEA 

AVERAGEIF 

AVERAGEIFS 

BETA.DIST 

BETA.INV 

BINOM.DIST 

BINOM.INV 

CHISQ.DIST 

CHISQ.DIST.RT 

CHISQ.INV 

CHISQ.INV.RT 

CHISQ.TEST 

CONRDENCE.NORM 

CONRDENCE.T 

CORREL 

COUNT 

COUNTA 




COUNTBLANK 


COUNTIF 

fx Insert Function... 


20 


.jjLj ûjûj\ 4] didj cjijDj jiiuj Function ArQumonts jS^î^jij 


Function Arguments 1 V l liQÎi 

COUrvTTBLANK 

Range MWMM [Sj = {1; 1} 

= 0 

Counts the number of empty cells in a speafied range of cells. 

Range is the range from which you want to count the empty cells. 


Formula result = 0 

Help on this function 


OK 


Cancel 
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EXCEL 2010 


.öjbj Ij^SjJuj jJ dJdj 4 SLj (JjLj C5:C1 8 (jLÎAj LÎAj^ jj 4luj£|j ^SJuuSjj ^jÎAjIj JjS j 


5: 

■ < AlrtsSUM « 



.cjjj j»«u Function Arguments • 


Function Arguments 


COUNTBLANK 


Range 


C5:C18 

~^jj] 




rnaa 

{1; 1; 1;0; 1; 1; 1; 1; 1; 1; 1;0; 1; 1} 

2 


Counts the number of empty cells in a specified range of cells. 

Range is the range ffom which you want to count the empty cells. 


Formula result = 2 

Help on this function | OK | | Cancel 


. (^JtjLJöJ 4 _j<Aj j 45Lj OK j<Llu4 J wiLdlS 
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A 

B C 1 D 

1 

2 

3 

Delegates attendîngthe meetîng 

4 


Delegate country 

Present 


5 


Australia 

1 


6 


Brazil 

1 


7 


Canada 

1 


S 


China 



9 


Cyprus 

i 


10 


Greece 

1 


11 


India 

1 


12 


Ireland 

i 


13 


New Zealand 

1 


14 


Pakistan 

1 


15 


South Africa 

1 


16 


Turkey 



17 


UK 

1 


18 

■51 

USA 


1 



EMumber of delegates abs 

3nt 

2 


20 




4S l£4 jûjLö ^j.JljtfLî öjjjjLoj <^4 JUi> j4j j j_j4j2h 4S4joaSLj42 ^jjjöj dJöj * 


(jjL>r I F jj\StfLuu51j4^ 


.4S4jjLtSu4aaJ4J& ^yjLJ 4 j (jbjLjJ J jl£<u>. jj ^yjjLtSLj^aaJ^Jb 4_l JjlJDJ 4SUj 45 4 j4j 2> ^yUoSLj^a L1 jlJ4j^S ^toSaU * 

♦ djljaaSljg^ jdJ 4 Su54j IF ^-UuSLJAa 


IF( ) SYNTAX 


öjûjIj^ l^4jûjjuj ^4, IF Syntax dij IF yjaSL^j ^ lllu jj jmj 


IF(LOGICAL_TEST 5 ACTION_IF_TRUE 5 ACTION_IF_FALSE) 


LO Gl CAL T EST ^sLjjj ^Sul^j^j ^uij 

4J 45jjöj U j4j Cujljj c5öj4j jj jjLj jb dJ4j4jL>- ^SjjdjL ^yjjLlSLj^oaî^Jfc jj CuJj\54j LogiC8.1_TcSt 
. False CujjjdJ ^JU 45 Cu>*UjûJ Jjb*L Truc CujJJöJ ^jlj 45 uu>OJjûJ 4S4jjLlSLj4aaJ4J& 
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Logical 

operators 



Values for Evaluation 
A=10 B=5 

C=15 D=10 

Result 

= (Equal to) 

A=B 

FALSE 


A=D 

TRUE 

> (Greater than) 

A>B 

TRUE 


A>C 

FALSE 

< (Less than) 

A<B 

FALSE 


A<C 

TRUE 

>= (Greater than or Equal 
to) 

> 

V 

ii 

00 

TRUE 


Q 

II 

A 

< 

TRUE 


A>=C 

FALSE 

<= (Less than or Equal to) 

A<=B 

FALSE 


A<=C 

TRUE 


A<=D 

TRUE 


= Action_IF_True Jj>*jöJ 4S<4jJUtSu*Uaî<AJfc 4J j4^4j • 

1j<Aj Jjjj j4& . c5jtS ,jvj ^Sujb ij£ jjb Cuj vlLcv jj CujSûJ <^£4-4 bÛ4j 1j4j j jj**jDJ 4£4jJblSu4aaJ4Jb j<^4u 

. CUjaujjdJ IJUU IF 4S J1uJ<;\£dJjDJ lj4jjjL>* JiU <^S<^jbûdj 
:Action_IF_False j 3 ^*<Ajjaj <^<Ajjij\Su 4 aJ<^ 4 J j<a£<aj • 

lj<AjiûL>* j<U ji^StfLdbej^j . Cuu c£jl£ ju ^SujbjS jb <JjLjJVjj JLujSûJ 4S4ubu4j Ij4j j j>*4jjDJ 4S4jJljtSu*LaÎ4A 4i j<A^4j 

. CUjuJjjdJ IJLjU IF ^juaSudj <^S JLuj4£dJjDJ 

IF ^jauSud^ (^jtjj^bjtStfLl 

. I F ^ju c5jtj J <aSu JLloi j j J ö jtu ^jSljjLuI) • 


m « ► M | Sum Average , Max Min , Count , Counta Countblank , If ?J 
Ready 


jb jluj 70% Avorsgo <as ^dj^j jiugu ujj 4 j jluj<aSujjj Fail jb Pass ^^33 cujdjUdj J8 1 J 1 3 ^jts^ju* *o • 

♦AWj 


A 0 C OC F G M I | J 

1 

2 


4 

5 


6 


SUBJECTS 

7 

STUDENT5 

Mathemabcs 

English 

History 

Geography 

s 

Hadiya 

6B 

78 

59 

59 

9 

Dai 

69 

69 

69 

67 

10 

Aaron 

76 

78 

79 

87 

11 

Rowan 

67 

86 

58 

65 

17 

Aaliyah 

E5 

77 

87 

78 

13 

Gabriela 

59 

68 

78 

89 


14 

13 


Average grades 

Passed? ] 

66 


69 


80 


69 


82 


74 



16 To pass a student needs an average grade of over 70% 

17 

ujijLSAj jj Lçj^j 
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EXCEL 2010 


.a £. j J8 O d_j L>- j A- lu id- U S • 

.Formulas Function Library ^ssjS <u Logical duis • 


121 Ol *) - c 


File 


Home Insert Page Layout 


Formulas 


Data Review View 


fi z g i 

3 

ê & û i m 

Insert AutoSum Recently Financia 

Logical 

Text Date &. Lookup & Math More 

Function ' r Used * ' r 

' r 

' r Time ,r Reference ' r &Trig ' r Functions ' r 

Function Library 


.45Lj I P JJlJS b^CLuuJ CiboL (jLu-u >— ClIojuJ 4 


2l Q “i" p* • l- 

Home Insert 


Page Layout 


Formulas 


Data 


Review 


View 


fi 


i | & 6 


Insert AutoSum Recently Financial Logical Text Date & Lookup & Math More 
Function ' r Used'' ' r ' r | ' r Time' r Reference ' r &Trig ' r Functions * 


J8 


A 

B 



1 





2 




3 




4 




5 




6 





AND 

FALSE 


IF 


7 

_ I 


IFERROR 

NOT 

OR 

TRUE 

Insert Function... 


[Ş_ 


STUDENTS|Mathematics | English |History Geography 


. dUöj Function Arguments lS^u • 
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EXCEL 2010 


. 18 >70 4i 4j (jl j^Aj 4S jjLuj^jjJ sMj*vjgLa b l_OÇ|iCcll tGSt 4i • 


♦ ijjLujjjûj Pass (JAlujj b ValuG if truG ^^ajaj 


. j-ujjjjj Fail (jidjiijj b ValuG if falsG ^yiidj^j 


. ujjjjJ ^JjJjjuL j*dj ^S^LuSjJ uSjJdjb QujlU • 



X\ A *) 

* 0 * * 





h*Kt>ofn * Microtott Ind 

1 

»»öme InieiY 

P»q«1«j*4jC > ormulfti 

D«tJ Pe»tev* 




fi 

Z & 1 

'ê iSS & 13 

(p i 

«1 


n D«f *n« N*m« • •> tr»(« Prc<«a«r 

PVJtr tn f Oif' j ■ îr»(« Dcpcrvdfl 

Intnl 

AJoSum Rrcmlly Fn 

incUl laauAl Tr*l OiAr & 

lookupA Mnth 

Ma»r 

Nw 


rurHlton 

• u»«a* 

• • Tmc • 

Relff entf • & Tmq • 

fumtiem • 

Meiuçf* i 

9 U««t« from i«l«t»on ,f % R«hk*« Arraww 


J 3 

s|fp 8 » 70 t "PA 




A 

i 

C D 

C 

r 

c ! H 



1 


4 


6 



SUBJECTS 


7 

STUDENTS 

Mathemabca 

Erfvqnsh 

Hiatory 

Geography 

8 

Hadiya 

68 

78 

59 

69 

9 

M 

69 

69 

69 

67 

10 

Aaron 

76 

78 

79 

87 

11 

Rowan 

67 

86 

68 

66 

12 

AaVyah 

85 

77 

87 

78 

13 

Gabriela 

59 

68 

78 

89 


14 


Average gradea 

Paaaed'? 

66 

FAN. 

69 


80 


69 


82 


74 



To pass a student needs an average grade of over 70% 

17 
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JJ (jjualtSlj 4aaj£^L& (JL«4 j^ jjjl JJDJ AutOFNI 4i dj dS ^jLuLj ^jLalçStj ^jLxjL^jlSdJ 4_j * 

. LjjJLjJ (^AjûJjLjj ^SdjjLa) jjaaJ-J 4 J 9 . J 1 3 


H|| H *o - c* * 

Home 


Functions - Microsoft Excel 


Insert Page Layout 


fx 

Insert 

Function 

i ê l i o 

AutoSum Recently Financial Logical Text Date & Lookup & Math More 

Used’ r T Time ,r Reference *■ & Trig T Functions *■ 

Function Library 

ji!D Define Name ' r 

1 * fp Use in Formula 

Name 

Manager Create from Selection 

Defined Names 

■j^Trace Precede 
“I+Trace Depenc 
jfc Remove Arro\ 

K23 ▼(' f* 

A 

B C D E F 

G | H 1 1 

.i u 


1 

2 

3 

4 

5 

6 

7 

8 

~ 9~1 

H\ 

11 

12 

"îil 

"mm 

15 

16 
17 


STUDENTS 


Hadiya 


Dai 


Aaron 


Rowan 


Aaliyah 


Gabriela 


SUBJECTS 


Mathematics 


68 


69 


76 


67 


85 


59 


English 


78 


69 


78 


86 


77 


68 


History 


59 


69 


79 


58 


87 


78 


Geography 


59 


67 


87 


65 


78 


89 


Average grades 


66 


69 


80 


69 


82 


74 


Passed? 


FAIL 


FAIL 


PASS 


FAIL 


PASS 


PASS 


To pass a student needs an average grade of over 70% 


. A^jIj ^SajUjAj j 4SLi d J ajlS^jjlSUlj^ * 
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Charts 


Column Chart (jj jb>- (jjUb 

. Charts jlj 05U i o^ojdSLi ojD o»jAj * 


i2i a *o * p* * 






Home Insert 

Page Layout 

Formulas 

Data 

Review 

View 


e 

& Cut 

Copy T 

J Format Painter 

Calibri ^ 11 

- A" A* 

- 


ijj Wr 

Paste 

B I U - Ri - 

<2* ,r ^ ^ 

— — = - 

iw %w 

Me 

Clipboard «i 

Font 

r - 


Alignment 


E16 - f* 



A 

B 

C 

D 

fi I 

F 

G 









2 








3 








4 


Region 

No. of sales 





5 


North 

34 





6 


South 

23 





7 


East 

65 





8 


West 

23 





9 









. Column Chart (JIjU J dJdjdSU ilijLULu) • 


25 




M ◄ 

1 ► M 

Column Chart / 

Line Chart Bar Chart Pie Chart ^ 

Ready i 




♦ dj!j£ jLjjj I jljlj ^jLûl j <a£ 45Lj 4j4_!Luj> jdj jU aJ dJLlS • 

u Ribbon *u Chsrts * aslj Insort ^ju j*uu 4J dui£ • 


iS d 






chart - Micri 

Home Insert 

Page Layout 

Formulas 

Data_ 

Review 

View 

1 


yj H 


B® [jj) 


an H._r *m h-* 

PivotTable Table Pirture Clip Shapes SmartArt Screenshot 
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SALES 



Sales Areas 


Format ^sljJls jjj j4Sd j j j j 4S ij4Luu._j j4j <. 4 SLj 4jijij.sLjjtjj { [_ g q n 0 d ) j4j j4xu4j jiuuij ^sljls • 

. dSLj Legend 


uJJjLSdJ Jjfrjjj'fl >J LçjAJ 
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SALES 



North 


South East 

Sales Areas 


West 


Calibri (E - 10 ’ A* Legend 

b i m m m £ * & - E 



Delete 

1« 

Reset to Match Style 

A 

Font... 

idb 

Change Chart Type... 


Select Data... 

!:S* 

Format Legend... 


.öjIjj aj dioj ciijoj qLoju Format LGQGrid ^SjJajij ajaj • 



. aSa^jJajIj ^ylujlj aSLj Solid Fill ^SLdS IajjjAA aS^SjJajIj ^yjiL^* aSIj Fill ^jD ^jSLJS • 


Format Legend 

Legend Options 

Fill 

Border Color 
Border Styles 
Shadow 

Glow and Soft Edges 


Pill 


No fill 

ö’ Şolid fill 
O Gradientfill 
0 Picture or texture fill 
0' Pattern fill 
C Automatic 
Fill Color 


Çolor: 



Transparency: 


0 


0% 


3 


EES 


.Cujja£djjjj ojojI j->> aJ dJoj o jjjj.J4j2h JJLjlSLÎoj j aSLi OolOP CoujjAj u ,5L».Jl£ 
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Format Legend 


Legend Options 


FiB 


Border Color 
Border Styles 
Shadow 

Glow and Soft Edges 


Fill 

0 No fill 
9 Şolidfill 
o Gradientfill 
0- Picture or texture fill 
0' Pattern fill 
Automatic 
Fill Color 

Çolor: ▼ 


Iranspa 


Theme Cok>rs 

■ 


illliliin 

Standard Colors 

■■ •■■■■■■ 

tj) More Colors... 


. lAojjdA (, £x ,jlu jj 45Lj Close jiUuiU dJLlS • 

. T ransparency ol Gradient Fill djdj^sl Fill jj ^jjijji^A hjju^ jjj^a jluis j^S-aj • 


Transparency: 


-o- 


87% 0 


.Djûjd^ilj <a£öj<aj j <aSL o jj^öj JjjlSiUjlSLjljj^ • 


. Changing Charts ^j djjsl (jiju j dj^j^sl öjD ^*lûj*u • 
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[X]U <0 ■ C* - \t 

I Home Insert 
A Cut 
Copy - r 


Changing charts - Microsoft Excel 


Page Layout Formulas Data Review View 
Calibri ’ 11 ' A ~ = ş] ty" r ^WrapText 


Paste 


J Format Painter l_?J * — 

Clipboard oj F 


■ ,r =: := =F iH Merge & Center " 

Q | Alignment r 


General 


$ - % » 

Number 

4-.0 .00 
.00 -».0 




Formatting ’ 


C8 


fx 23 



A 

B ! 

c 

D 

1 





2 





3 





4 


Region 

No. of sales 


5 


North 

34 


6 


South 

23 


7 


East 

65 


8 


West 

1 23] 


9 





10 





11 





12 





~33~1 










15 





16 

17 





18 

19 

on 






H 


No. of sales 


llll 


■ No. of sales 


North South 


East West 


v-ULJS . CudSu jj 4SL i <aS4jjL> jAmjA . J dLiS i Column ^yjjluj oj^>* ^ 4 jIJUj (jSuUjl^ 4 j ûjcU 


. Type j asj Change Chart Type jjs . Design 





•O - O 1 v 

Home 

▼ Changing charts - Microsoft Excel 

Insert Page Layout Formulas Data Review 

/iew 

Design | 

Layout 

Forma' 

1 

. j 

— 

, 




Change 


■fc 


m 


Save As Switch Select 
ChartType Template Row/Column Data 

Type Data 




iH iia 


I I I I 


Chart Layouts 


. jjijoj qLuju Chango Chart Typo ^uS^j uS^i^jb &aaj • 
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Change Chart Type 


1 15a»l 


3 

Templates 

IM 

Column 

k* 

Line 


Pie 

Ê 

Bar 


Area 

[/' X Y (Scatter) 

1M 

Stock 

J) 

Surface 

O 

Doughnut 

•o 

o« 

Bubble 

& 

Radar 

Manage Templates. . . 


Column 


ilk [flfl IM JJu J§9 J03 


ito Jil JE H JaA- JM- 


^ Jii JaA- JAA- 


Line 

/?</ 




/n/ 


0 i^l E/l ^ 


Pie 


^l 1 1 I^YaJ 




n£^m 


Set as Default Chart 


OK 


Cancel 


. Bar jj , d LjjL> di j-j ^jSLjjj^* < 



.45j OK j4_uj4J >J.LlLS • 
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.ojojd^jtj 4Sdj4j j aSLj ö » jj>rdj CulSiUjlSljljjS • 


Layout ^Lj L5 ÛUj.^jl£4_3 4-3 jJjL>- ^jj j£ j£j\SuLLUbl 

. Format Ohart jj ûjjsû t5ju j jjjj^sj öju ^4 jûj4j • 
.4Sû Layout jj-ujjj jjljs j 4Sl> ojUj 4S4jji> • 


Si H 'O • o* • |- 


File 


Chart Area 
^ Format Selection 
<g Reset to Match Style 
Current Selection 



Format Chart - Microsoft Excel 




1 

Insert 

Page Layout Formulas Data Review 

View 

Desigr 

J Layout 1 

Format 




0 ) M 

1 Irifli I 

H 

ijh ifilj 

H 

il 


ifel IMI 

jii 

□ 

Picture Shapes Text 

Chart 

Axis 

Legend 

Data 

Data 


Axes Gridlines 

Plot Chart Chart 

3-D 



* Box 

Title - 

Titles - 

' r 

Labels ' r Table 


' r 

Area Wall ,r Floor ,r 

Rotation 



Insert 



Labels 




Axes 

Background 



. oiSojj> j 4 jjL> ^jtjbLujj ^jjlj^> jj 4jtjjj ^djjtjjjj^ Lijjj-jjS Layout ^ju 


. Labels 4 Sl> Ohart Titlo ^^sijLj jj-^jj ûjlis • 


mi h *) - c“ * 


File 


Home 


Insert 


Format Chart - Microsoft Excel 
Page Layout Formulas Data Review 


Chart Area 

Format Selection 
<3 Reset to Match Style 
Current Selection 


CP Q 

Picture Shapes Text 
,r Box 



Insert 



Chart Axis Legend Data 

Trtle ” r Fitles ^ ’ r Labels ^ 


Labels 




View 

Design 

Layout | Fo 



Data Axes Gridlines Plot 

Table ,r ^ ' r Area 


Axes 


. U Jjjvb CÛj4SL>jbJ C>tJL> 4Sûj l^0jj4Jb j CIxjj^SjOJ jS jJ 4£4 jjL> ^jUujjjIj 4S Cjt jdj 4S1jj 4£ Cjjj^SoJjJJ ^LJjlIujuJ • 

4j cij4SLijl£ ^tjj J dj4jj4SL> jJ ^lSoJjt j_JdJ> DJUJ jJJb . AbOVG Chart 4J 4 j ^yjjjj ^jUIj ciöJjtj-tij^ 

. 4£4jjL> j4-uj4J 


uÛjLSAj j$»J>Vfl frj LÛAJ 
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ili y 


- C* - 

Home 


Insert 


Format Chart - Microsoft Excel 
Page Layout Formulas Data Review View 


Chart Area 
^ Format Selection 
<3 Reset to Match Style 
Current Selection 


BCPEJ 

Picture Shapes Text 
* Box 


Insert 


Chartl 


llll 


I.JjM 



A 

B 

C 

1 

2 

3 




4 


Region 

No. of sales 

5 


North 

34 


Chart Axis Legend Data Data 
Title '"J Titles ,r ,r Labels ^ Table ,r 

— | None 

ijijfj Do not display a chartTitle 

B ^fi Centered Overlay Title C 

[|_ | Overlay centered Title on 

chart without resizing chart 
j Above Chart 

|[fc Display Title attop of chart j 

I area and resize chart 

More Title Options... , — 


aiuljöa j.jja dijitajj . (Labels) ^ 33 *lj aslj ( Axis Titles) oisojo^aj ^Uojjju ^jjSLjU jAuuaj jjujlS • 

. (AxiS TitleS) JISOJOJAJ ^LujjjLj ^^jJJjASjöJ ^jjjj^* Aj CiIjoJ ASuj aS AjIjLjj c5dJjljj.JAib dljJ^La^S dS ûjdjljû* 

. JjjjaSjOJ jj JLuIjjISajjASIjjIS l£jj 4 j jj ojojASLi ^Lj ^jUSIjJLjA^ 



c5ojjIj.jJaa dijjiL 4 j£ dj 4 _lj j£dj dijiuujj .( Labels) 33 -aj aslj ( Legend) ^jjsljIj jAuuaj ljuis 

jLiSIj jjiLi) LjjjI^joJ .a£AjjL>- j 4 _oj 4 J (Legend) ^^jjjASjöJ ^jjjuu ^jj jSLjjLj Aj jajLLuöJLJiLi AjIJLjj 

.(^jjjj d£djjl> jAuuAj ^)1 £ajjaSLjjI£ ^j^aj ^j jjAjjaSu 


ujjjLS<Lj jj L*j4j 
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Format Chart - Microsoft Excel 
Page Layout Formuias Data Review View Design < Layout | Format 


^ Format Selection 
<3 Reset to Match Style 
Current Selection 


HG>i 

El i a ^l 


|S] fi] 

fel liMI 

Picture Shapes Text 

T Box 

Chart Axis 
Title - Titles - | 

Legend 

Data Data 
jLabels T Table 

Axes Gridlines 

Insert 



None 


) 


Chartl 


A 

B 

c 

c 

1 

2 




3 




4 

Region 

No. of sales 


5 

North 

34 


6 

South 

23 


7 

East 

65 


8 

West 

23 


9 




10 




11 




12 




13 




14 




15 




J*| 









Chart Chart 3-D 
Wall' r Floor’' Rotation 


Background 


yta Turn off Legend 


, mm 

70 

60 -H 1 Irifi I 

50 
40 
30 
20 
10 
0 


Show Legend at Right 

Show Legend and align 
right 

Show Legend at Top 

Show Legend and top 
align 

Show Legend at Left 

Show Legend and align 
left 

Show Legend at Bottom 

Show Legend and align 
bottom 

Overlay Legend at Right 

Show Legend at right of 
the chart without resizing 
Overlay Legend at Left 
Show Legend at left of 
the chart without resizing 

More Legend Options... 


North 


South 



4 j dj dijLuuuj .(Labels) ^j 33 ^ ^J aSu (Data Labels) ^j^suIj jjliJls • 

jlSUl J 0 J 4 < mj t j»4j (545 Ljj 4J LÛJ jjl JJO J . 4S 4 j jL>* j4_tu4 J J lS4j jLjjI j ijtj jlSUt J ^jjt JLjIaojj 4j JtJ 4^ D J jt j_cJ 4Lb 


. 0J4 jjjLujJ (jL CudJkJ (jLajJ 


[X] 1 J ▼ Format Chart - Microsoft Excel 

Design 


File 

Home Insert Page Layout Formulas Data Review View 

Layout | 



. LjjJLjJ JÎDJDjI ti4j4jjj j*4j dJöJ 4£4 jjL> Hojlju * 
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JLuj4£öJjöJ (JjAmjAJ (£4&eL>’j . j dijJ^lLu/ j<AJb Hujljlj CiJj.SdJ ^jjljjlj JJdj 


j»^j ijdS-jj jj djdiijj£dj dijjuujj ^jlxjjj .(Labels) ^ 33^ ass (Data Table) ^jjsijij jjllis * 

. JJtfGjj JjLuJ (jLj JjjjJU (jluLJLJ 4!S4 _jjL> j4_uj 4J Djl jSSllu J j J j4_uj4J o4£4_JjL> 4£ o4_j4JLuj>* J4J LllJ jJl JJJJ Jj4JLa_J 


(Slfl 


Home 


Insert 


Format Chart - Microsoft Excel 

Page Layout Formulas Data Review View Design 


Layout Format 


Chart Title 

Format Selection 
<3 Reset to Match Style 
Current Selection 


bJ 4 J^ [^J I | Jî_jj J 


Picture Shapes Text 
T Box 
Insert 


Chart Axis Legend Data Data 

Title ^ Titles ^ ,r Labels T [Table ^ 


m m 

Axes Gridlines 


!lll 


j5§ jş] 


Labels 


Plot Chart Chart 

Area Wall ^ Floor ,r 

ound 


] Security Waming Automatic update of links has been disabled Enable Cont* 

f* 


Chart 1 


= r, No. of sales" 


B 


|Region 


No. of sales 



None 

Do not show a Data Table 

Show Data Table 

Show Data Table below the chart 
but mittiûui If 


IfOfndKfltt 


Show Data Table with Legend Keys 

Show Data Table belowthe chart 
and indude Legend Keys 


More Data Table Options.. 


.Dj4£4jjL> 4j jLlujDjj4j 4 £ Lluj^DJ jj>» 4J 4Jljjljjlj j4j L1uj4SjJjDJ 4£4jjL> J^DJDjI 4Î dijjşzj lj S4j41mi'v 
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4 _j djd-uij 4.s dijjLuuj . ( Axi s ) 4j 45 _j (Gridlines) ^j^uu j4_oj4J jjujlS * 

(jLûlSdjjd^jjlS (Jöjtû jj ûjöj^SLj (^Lj 6\_j1 j jl J.j.Ji\jÎj j4j dijJU4Jb . dS4jjl> j4_uj ^jISöjöjAj JLjlA ^jIjûLojlj 

. ^jjjLJJ <±\û 4_J J L> J jjj jJ 



.öjöjA^jIj j£ûjj_j o c\5_j ö j^j>d j JjjlS jjjlSLjl j^£ * 


b Jului jlj 4J CijL> (_,j JûV 3 » 5 oj4jj j^j<u<U 

. Copying and Moving Charts 1 »j> 2 j l£ju j »joj<uu »ju • 

. 4£j Jj jL J jJjL>- (jLuiLj 45 Lj CojJjJ JJ ^SLjUjL^ J 45Lj Cjllu JjJ jJdJ<ULuL> • 

\j4jb J j.5 4jb uLluiD J J Axa j5LjI j 45 4_uj J l_4 ^jJ 4-J jj jl> I J 4_j I J jS jlj jJ j£j_»jL> ^ j JÛ JJ ® 

. J j.SLJ <±\5 4_uj J l_4 <\J ljLujö J jLuiLj I Jg\5 j-iJLui ^U 4j 4 j_ui4j4_J 45 l54Jcj J_ui j4_3 4_lj45 J J 

CjjuöJ (jLuiLj hJASLj (_ 5 jLj J c5ûj4j JJ 45Lj dSdJjl> 4J ûJLxiS Ij4j Ij Cijlui (jLa4Jfc jlj 4.J 4.S 4.J jl_> (^j J J.S ^JjS 3_3 * 

. dSdJjL> c5öj4Ju j.5j4j4J Ctli+C ^JuiS jjJj4A j4_uj4_j ^Ju 

ujjjLSaj j U Ujaj 
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jj4j4Jb 4 j ^ jj s— t.uiD J ^LoiIj t 4S4 jjL> 34^4 jUU ^ j j jJu jjj.£ 3jtj4 jj 4»S 4 -lj.u j U jJ 4.5 j t JLJI j 4 j ^SLljj jju 4J dbiS 
4.J (jJ^S J I J JjjlLi jL«4Jb jU 4J ^yjjLJöJ IjjjLJLJ . 4.£ 4 j j L>- 4J dJ 4 j j jS cidj4jUlJ jj 4 £d J jJ-l-lS j 4 jj 4J Ctrl+ V ^JLxlS 
. (jju jj 4 j I J JL^4 j J dJ4j j 4 jj 4 j j 4S 4 j cJöj 4 j jj LjjjJJ jju (jl£4jjL> jjjJl JJJ J . 4 j 4 A uUjL>* QLa4A 


UUI£4 JjlÛ (jl I3JJ 4J Jjjbw (^J jUV 'j>* 3 D34 JJ j£j 4 j 4J 


. 4 SL 1 (3jL}J 4 S 4 J jL> oLÎiU 45U Lj-u/J j J jj ^Sl Jj jL> 3 45U LLlojJjJ U)4j4Juujv ® 

4 j (^jj CuuÖ J oLjU 45 j c5jUj 4S4jjL> \jjj4xti I 34 J LjlS ^yjjjS 0 U 4 & 4 ] Jj (jSuLULui JJ JJ45 ulLloi 4 ] UljjjL> o^ 4 jj j£ j4j4Î jj • 

. jjjjjjLuj 3 Dj4jjjS_3 j4j4Î 4S4jjL> 3ûj 4j jj JjjjjS j4uj 4Î Otrl+O (jLdS jjJj4A 

t öjUj ij4S4jjj 4J uidj 4Söjis j-is 3^3djij>» 4] 4su Sheet2 ^ju j 4 _u 4j uujls* 


i<’< ► m Sheetl 

Sheet2 S 

ieet3 tL 

Ready 1 




4S4jjL> LjjjljJdJ J jS j4^4j . Jjj-uS j4ju 4Î Ottl + V ^jLulAjIS^j 4j DjDj4jjU 4S4 jjL> 4Î UÎ4jjjS • 

. U4S4jjLui 3 U 4J jjjLjjJ 

3öjöji jl> 4J 4su Sheetl ^u j4xu4j uljs 134J < ujts ^y-UjS oU4^ ju 4j jj ^Suujlu jj 3j45ulLlu 4j uUjjL> ^jju^ j>» jj • 

(jjjjj JJ Jjjj-tS j4jj 4Î Ctrl + X 4 j (jyjj jjjjJJ oLjU LJJ45U 3 jUj 3öj4j JJ 4SU 4S4jjL> j4jj4Î ULlIS t 4SûjtS ^y-ujS 

.4S4jjL> 

. 4su Sheet3 ^ju j 4 jj 4 J ujuis • 

jU 4] jjjLULÎ 33 &J 4S4jjL> jjjjl jjjj .öj4jjjLuU 4SdjljU 4 jjL> 3&J4j jj JjjjjS j4jj 4Î Ottl + V 4 j ^jj CjuuOA • 

. JjS (jjoUJJU j4S 4J U4S4-ULU 


b 3IS4U j jSjlS ^julIS 3 I i^ju tfU LjjUw ^JUV 3^ 3 D34 UJ jSj4u4J 


eyjjjS .4S4 jjL> 3öJ4JujSj4j 4J JJ U Ctrl + 0 (jLdS 4 j ^jU LUudJ 3 4SU 3jU j j)tS4jjjSjtS ^y-uuS 4Î dUS4j jU (^JjU* • 

.4 SûjIj£ ^jS 4 jjL> 3 öj 4 jUU jj Ctrl + V (jLdS 4 j ^ju LjudJ 3 öjöj 4 SU ^ûjjj ^JjSjtS 

JJ öjjSU Ctrl + 0 4 j4j 4)LjLgj jtS4j djdj4u 3tSuj oLj 4A U 0tS4j4 jSjtS ^-uuS 0' 3^j 4J jjjL> 3>» JJ : (^jjLULJ 

. Ctrl + X 

.ûjöj4^U ûj4j4jjIj.S 4S 34UU4 j.SjtS (J-L jjS j4u J3-44A 3 4SU ö jj>Oj 0t^4jjtSUl jjS • 
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